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APPLICATION FOR RECORDS DISPOSITION STANDARD

/ L
INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division
3. Dept , Division, Subxlivision & Administering Office Address i FOR RECORDS MANAPEMENT DIVISION USE

! ! \ Date Received Application No. Date Completed

Department of Finance and Administration. |.. a4, 1979 “1Q-152, A6 8 1978
Division of Contracts and Procurement : v
Peachtree Summit, 401 W. Peachtree St. NE |1 Aeslication 2. Dept. Application No.
Atlanta, Georgia 30308

4_Person to Contact - 5. Working Title Manager of 6. Telephone Number

Joann L. Bahn_ ) Contract Control 586-5269

7 A:::d;l_ﬁ‘ét-;;-esle(l
a. D Establish Retention Schedule; record will continue te accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated. :
¢. [ Amend Application No. . Check One: [ Change; [J Superceds: [J Void

8. Dates of Series 9. Records Series Title (fotlowed by title used jn office; if different)
Earliest Latest
1972 l Present | Vendor Qualification Files )
10. Division and Office Function _ What is the function of the Division and the Office in which this record series is created? B

The Division of Contracts and Procurement is responsible for developing, maintaining, and
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

«-F

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and

maintenance of all contracts and related contract documents so that they are available for
audit and periodic review.

11. Record Series Description This file contains the followmq documems {mclude form numbers and mles :f any}:
Attach samples of the file.
Documents relating to: Securing financial and reference data on MARTA vendors.
Included are: Statement of Quallflcatlons and Business References,
Dun & Bradstreet report, product .data, and related
correspondence.
File is arranged: Alphabetically by vendor name.
12. Monthly Reference Rate How often are records referred 10 whlch hare; -

One 10 six months old ,1__1__2__ ; Seven to twelve months oid _Q_'—L__ ; Thirteen to twenty-four months old 0

twenty-five months and older . I ¢ R

13. Annual Rate 6f Accumulation of Records

ee——_ ; Shelves _.l—_ : Other {specity).. C o ™ =
s © Lowt \ : N e )

Letter-size drawers

;ﬁ: Legal-size drawers
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YES _NO 14. Quesuonnalre (Place an ’)’ in the proper column)

a. Is this the official copv of the series?

If not, where is it? . I

| x| I o B
| X C Siipalgeced?
X el Do, Ihs{ e nlﬁ hive historical o lnm| term eseinch v.nlm-
¢ Whaen ot on lwu dewrments i tae Bde ke 11 nevessny 1o keep dhe endne bile bon Tog penodd, codd these docimnents e
|} x| scheduled separately? e , e
x|l __f.‘ﬂ.',s_ the mformanon contameq in this series ever publnshed? lf vas attai:_hﬁc‘qgv“_ e
' g. is the mlo:matmn contained in thrs sBries ever analyzed andlor recorded ina summamed report?
| X Il yes, auach copy.

b. Does the serigs contain confldennal' mformanon requnrmg securltv handimg7 If yes ves, cne law or feguiainon

h. ls there a duphcatmn of this series in your o{hce or in anothar ofhce or agencv'-’ .
" ves, where?

i. Is this senes (or a ma;o_‘forr:on of :r) regularlv mlcrohlmed?

i. Does the recOrd series résult m a computer prmlout?

'u’x

15, The following reQul}es the senes to be kept:
a. State Law e ___ years, d. Audit period
b. Statute of limitation e e s — = YBEBIS. e. Administrative need ——
c., Federal law ——— — . yearS., f. Feadaral retention instructions —_—
Attach copy or excert of laws or regulations. Explain administrative need.

16. Approved Disposition Instructions Thus agency recommends Ihal the file series be cut off at the end of each

X
Retention Requaremems

L) Calendar Year; 1 Fiscal Year; B Other __-..ﬂ#z._ﬁf.ﬁd\n.t__._.,,_._._..ﬁ‘_ i then,

[) Hold in the current filesarea ___ ________month{s)_________ ___ yearls}; then

3 Transfer to local holding area; hold _ — . yaaris}; then

B8 Transfer to acords Centaer; hold ___
Destroy.

O] Transfer to State Archives f6r parmanent retention. ‘
{1 Other fSpecify) ;

- year{s): then

Hold in the current files area one year past last activity.

Then: transfer to Authorlty Records Center. Hold for four years.
‘Then Destroy.

These instructions apply to all prior and fulure sccumulations ol the sanes

17.

| Approved | Department Records Management Officer Date

{Indicate brielly rationale 1or recommentations, ahove/or write adilitional remarks):

Je—"] 1L

- —— e e JR—

years,

- Years,

APPHOVALS
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